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MMOA Bid Lettings 

For MMOAs, some Districts have the Contracts Administration Office (CAO) process MMOAs to 

SiteManager, and in some Districts special lettings to perform the task are created in the Maintenance 

organization. 

For Districts that process MMOAs outside of the District CAO, follow this procedure. 

 

On the Dashboard of your Role select 

Lettings 

 

 

 

 

 

 

From the Actions menu 

on the component 

header, select Add.  

 

 

 

 

 

Complete the information in the fields below:   

 

 

The Bid Letting ID should be in the form of DistrictID YR MO DA   

such as 01160128.  You may not assign an ID that has already been 

used. 

 

 

Please note the red asterisk (*) which denotes required fields. The 

system will not save data if a required field is blank. Change the 

Letting Time, (if necessary) however the Letting Status is always 

going to “SCHD” at the beginning of the process. 

 

 

Cost Center.  If this action is being processed in a Maintenance 

Yard or Operation Center, enter the appropriate Cost Center.  

Otherwise leave the field blank. 

 

When data has been entered, click the Save button, and the system 

will display a message to confirm that your changes were saved. 
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Letting Workflow and Phases 

 

 

 

 

 

For the Letting Workflow, select Letting 

Maintenance Yard/Operation 

Center/District Office Processed 

MMOAs.   

 

For the WorkFlowPhase select Letting 

Open; letting has not occurred. 

 

Letting Proposals 
 

To add one or more proposals to a letting, 

perform the following steps: 

 

1. Click the Proposals tab on the Bid 

Letting Summary.  

 

 

 

 

 

 

 

2. Click the Select Proposals button.  
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3. Type criteria in the Quick Find search box that 

matches the proposal you want to add or click 

Show first 10. The system lists in rows all 

proposals that meet your search criteria and are 

not currently attached to a Letting. 

 

4. Choose each proposal you want to add to the bid 

letting. A green checkmark appears beside the 

selected proposals. To clear a selection, click the 

proposal again.  

 

5. Click the Add to Letting button, and all of the 

checked Proposals will be associated to the Letting, and you will be returned to the Bid Letting 

Summary page.   

 

6. Click Save.  

 

Note that Call 001 has been entered.  If several proposals 

had been entered, all would have been assigned call 

numbers. 

 

7. Enter a Publication Date (Advertised Date) for each 

proposal.  This date needs to precede other dates, and 

will be needed by the system later on. 

8. Click Save again after entering the Publication Date(s) 

 

 

 

Open the Proposal.  At the General 

Tab click the Proposal Vendors 

link 

 

 

 

 

 

 

 

 

 

 

 

At the Proposal Vendor Summary 

page click Select Vendor. 
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At the Select Vendors window: 

 

1 Click the Generate Estimate Bids 

Box 

2 Type the vendor ID or part of the 

City name 

3 Select the Vendor 

 

4 Click the Add To Proposal button 

 

 

The purpose of the Generate Estimate Bids check box is to set the condition that upon saving the record, 

the pricing on the proposal will be automatically entered as the vendor’s bid amounts. 

 

Complete the Vendor information. 

 

 

 

1. Check the Awarded box 

 

 

2. Select RESP – Responsive 

 

3. Select W- Winning Bid 

 

 

 

 

 

4. Select A000000000 

SURETY NOT 

REQUIRED 

 

5. Select A000000001 

INSURANCE NOT 

REQUIRED 

 

6. Click Save, to save your 

work 

 

 

 

Click the Proposal link to return 

to the proposal. 
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Award A Proposal 
 

Go to the WorkFlow tab and change the 

WORKFLOWPHASE  to AWARD 

CONTRACT 

 

Click SAVE and return to the Proposal 

General Tab. 

 

Populate the following fields: 

 

1. Proposal Letting Status.  

Enter Awarded 

 

2. On Status Date, enter either 

the current date or the date in 

the past the proposal would 

have been awarded. 

 

 

3. Enter the appropriate 

awarded date in the 

Awarded Date Field. 

 

 

 

 

4. Enter the Vendor Sequence 

Number.  If you do not know 

the Vendor Sequence 

Number, it can be found as 

seen next. 

 

 

 

Go to your Dashboard and click on 

Vendors located under the 

Reference Data Component 
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At the Vendor record click on the 

Addresses Tab 
 

 Search the available addresses and 

select the one that is appropriate. 

 

 Enter the Vendor Sequence Number 

for that address on the Proposal 

General Tab 

 

 

Execute a Contract 

 
 

Place the Proposal’s Work Flow Phase 

in “Execute Contract”  

 

 

 

 

 

 

Change the Proposal Letting Status to 

Executed. 

 

In the Executed Date filed enter the 

appropriate date. 

Click Save to save your work. 

 

The proposal is now ready for transfer 

to SiteManager.  Overnight, the 

system will see the proposal and make 

the transfer to SiteManager. 

 

 

 

 

After the proposal has transferred to 

SiteManager go the Bid Letting 

Summary and change the 

WorkFlowPhase to Letting Archived. 

 

Save the record. 


